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Filing Schedules

This process shows the steps and screens required for an attorney to electronically file
the deficient schedules not filed with the bankruptcy petition.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Elcctronic Document Filing System

This message is ined in the file Operar . ]
You may use this file to alert users wrent CMLIECT operational issues. - é

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

W TRAINING Database Arca Microsell Inlernet Explorer

Figure 2
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2 Click the Other hyperlink.

STEP 3 The CASE NUMBER screen displays. (See Figure 3a.)

¥ TRAINING Database Area - Netscape.
Fie Edi View Go Communicator Help
<« @ @A D/ a2 & &8 8 @

Back Reload  Home  Seach Netscape  Pint  Securty  Shop
s & Location [Fitps://ecrtiain wenb uscourts gov/oghbin/login pI766734061 1423327 _816_0-1

Bankruptcy . Adversary + Query - Reports - Utilities

Case Number

[ 502345, 1996k 12345 or 199 b 12345

Mext Clear

& 105

Figure 3a

2 Enter the case number. (See Figure 3b.)

¥% TRAINING Database Area - Netscape.

@

Query Reports

Adversary

Miscellaneous

Case Number

CERCCELE] 9912345, 1:99-bl- 12345 or 1-95-bik- 12345
Next Clear J

& (== Done R S = R e ) ,
o &) 11458

3 TRAINING Dai

Figure 3b
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L 2 Click [Next] to continue.

STEP 4 The following screen displays. (See Figure 4a.)

=5 B ireoines

Figure 4a

2 Using the up and down arrows to the right of the box, scroll the
options to highlight the type of documents being filed. (See
Figure 4b)

2 For a Chapter 7 petition, required documents are Exhibit D,

Schedules A-J, Summary of Schedules and Statistical Summary
of Certain Liabilities, Disclosure of Compensation of Attorney for
Debtor, Statement of Intent, Statement of Financial Affairs, Notice
to Individual Consumer Debtor, and Form B22A Means Test.

2 For a Chapter 13 petition, required documents are Exhibit D,
Schedules A-J, Summary of Schedules and Statistical Summary
of Certain Liabilities, Disclosure of Compensation of Attorney for
Debtor, Statement of Financial Affairs, Notice to Individual
Consumer Debtor, and Form B22C Means Test.

2 Additional documents required in a Chapter 11 petition are Equity
Security Holders and 20 Largest Unsecured Creditors
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Nt
Figure 4b
L 2 Click [Next] to continue.
STEP 5 The Joint Filing With Other Attorneys screen displays. (See

Figure 5.)

| % TRAINING Databasc Arca _icr

i 00061 Tesenh Wayne Sample and Sorah Tynn Sample
i = o

T Crhaptor 13 Offinn ® ChTartinatrre)
slssersx Tase Tlag: FLE TEF ORI 4CT

I LT sine Sling with sther atrerncy(s)

Mo ] [Cleur

Figure 5

2 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.
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L 2 Click [Next] to continue.

STEP 6 The Select the Party screen displays. (See Figure 6a.)

uvtiities -

305 £1c-0ONE1 Taseph Wayne Sample and Sarah Lyna Sample

Tepe: blo Chapter: 13 v Office: 3 (vLartinsbura)
ssets: Case Flag: PRE REF ORI ACT

raw e [Diebter AdTroate 1w Tarey
2l Ly [Debtar]
< lilstse, UGS rustes)

Figure 6a

2 Select the debtor(s). (See Figure 6b.)

2 TRAINING Database Area - Microsoft Internet Explorer

Ele Edt View Favorites Tooks Help *

Miscellaneous:

[3.05-bk-00061 Joseph Wayne Sample and Sarah Lynn Sample
Type: bl Chapter: 13 w Office: 3 (Martinsburg)
Aaseta ¥ Case Flag PRE REFORM ACT

Add/Create New Party

United States Trustee, [U.5. Trustee]

&

Figure 6b

@ Internet
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2

STEP 7

Click [Next] to continue.

The Select the pdf document screen displays. (See Figure 7a.)

2l TRAINING Database Area - Microsoft Internet Explorer

File Edit ¥ew Favortes Tools Help
Qe - © [ B @ SO search ' Favorites %) - g = 3

~| B e | tnks ™
= o
o Bankruptcy - Adversary - Query = Reports - Utilities - Logout ?

Miscellaneous:

Address g‘] https:/jecf-train.wynb. uscourts, govfegi-bin/login. pl?1 15297448855 175-L_565_0-1

3:05-bk-00061 Joseph "Wayne Sample and Sarah Lynn Sample
Type bk Chapter: 12 v Office: 3 (Martinsburg)
HAssets v Case Flag: FRE REFOEII ACT

Select the pdf document (For example: CA122cy501-21.pdf).
Filename

Browse..

Attachments to Document: & Mo O Yes

&] B Internet

Figure 7a

Click [Browse], then navigate to the directory where the PDF file
is located. Double-click the PDF file to select it.

In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You can
view the image in Adobe Acrobat, then close Adobe Acrobat when
you have finished viewing the image. (See Figure 7b.)

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)
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2} TRAINING Database Area - Microsoft Internet Explorer

Eile Edit Wew Favorites Tools  Help s

Qe - © - [x] B @0 /,-‘iSearch 57 Favartes €2 = 35

address | ] https:/fecf-train.wenb, uscourts. gov/egi-binglogin. plzl 152974486551 75-L_565_0-1 v B | Links

Bankruptcy -+ Adversary - Query =

Reports + Utilities « Logout

Miscellaneous:

3:05-blke-00061 Joseph Wavne Sample and Sarah Lynn Sample

Chapter: 13 v Office: 3 (MMartinsburg)
Case Flag: PRE REFORM ACT

Select the pdf document {for example: C\199cw501-21 pdf)
Filename

H:WCLERKESWIZ- 156 def. pdf

Attachments to Document: & Mo O Yes

B Internet

Figure 7b

L 2 Click [Next] to continue.

STEP 8 The Docket Text: Modify as Appropriate screen displays. (See
Figure 8.)

2 It should not be necessary to make any additions to docket text.

-2l TRAINING Database Area - Microsoft Internet Explorer
File Edit  View

Favorites  Inols  Help

OBack - > ] IiLI \ELI _7:‘_‘ /7\= search ‘;n\Lg’Favnrltes &5 - e =

Address |#] https:{fecf-train.wwnb uscourts. gov/cgi-binflogin. pl7 11 529744588551 75-L_S65_0-1

Miscellaneous:

~| B o | Links

Reports - Utilities -

- Query - Logout

3.05-bk-00061 Joseph Wayne Sample and Sarah Lynn Sample
Type: bl Chapter: 13 w Office: 3 (Martinsburg)
Assets: v Case Flag: PRE REFORM ACT

Docket Text: Modify as Appropriate.
Schedules A-J Filed. | |, Statement of Financial
Affanrs |, Statement of Intent.

[ Filed by Attorney10 WVINE on behalf of Joseph
Wayne Sample , Sarah Lynn Sample . (WVNE, Attorney10)

&] Done

Figure 8

8 Internet
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L 2 Click [Next] to continue.

STEP 9 The Docket Text: Final Text screen displays. (See Figure 9.)
This is your last opportunity to make corrections to your entry.

2 Verify the final docket text.

2} TRAINING Database Area - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help
> = A ) P ) = = [ 2 25

[ )Ba(k > % E ) | ) search ¢ Favarites £ & [ &

~| B0 | Links

utilities «+

Address ej https: ffecf-train. wynb. uscourts .govfcgi-binflogin.pl? 1 152974488551 75-L_S65_0-1

EE F Bankruptcy + Adversary

Miscellaneous:

+ Query + Reports -+ Logout

2:05-bk-00051 Joseph Wayne Sample and Sarah Lynn Sample
Type: ble Chapter: 13w Office: 3 (Martinsburg)
Bssets: v Case Flag FEE REFOERM ACT

Docket Text: Final Text

Schedules A-J Filed. , Statement of Financial Affairs , Statement of
Intent. Filed by Attorney10 WVNB on behalf of Joseph Wayne
Sample, Sarah Lynn Sample. (WVNB, Attorney10)

Attention!! Submitting this screen cormnits this transaction. You will have no
further opportunity to modify this submission if you continue.

g‘lnone A Intermet
Figure 9

¢ If correct, click [Next] to continue.

¢ If the final docket text is incorrect, you must click on your

Browser’s Back button to correct your entries.

¢ To abort or restart the transaction, click on the Bankruptcy
hyperlink on the Menu Bar.

STEP 10 The Notice of Electronic Filing screen will display showing the
essential data for this filing. Scroll down to view the entire receipt.
(See Figure 10)
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| 2 TRAINING Database Area - Microsoft Internet Explorer.

Ele Edt Yew Favoites Iools Help ar

Q- © ¥ @G Lo - @ 2 LB 4
[Agdvess E] hitps fject+ b. : i B 75-_565_0-1 v E
I EE F Bankruptcy . Adversary . Query -+ Reports . utilities -« Logout

Miscellaneous: &)

:05-ble- 0006 1 Joseph Wayne Sample and Sarah Lymn Sample
Type: bl Chapter: 13 v Office: 3 (Martinsburg)
Assets:y Case Flag: PRE REFORM ACT

U.S. Bankruptey Court
Northern District of West Virginia
[Notice of Electronic Filing

[The following transaction was received from WVIB, Attorney10 entered on 10/26/2006 at 9:53 AM EDT and filed on 10/26/2006
Case Name: Joseph Wayne Sample and Sarah Lym Sample

Case Number:  3:05-bl-00061

Document Number: 3

Docket Text:
Schedules 4-T Filed. , Statement of Financial Affirs , Statement of Intent. Filed by Attorney10 WVINE on behalf of Joseph Wayne Sample, Sarah Lynn Sample
(WVINE, Attorney10)

IThe following docurnent(s) are associated with this transaction:

[Document description: Main Document

Original filename HYCLERK $102-156def pdf

[Electronic document Stamp:

[STAMP blecfStamp_ID=988911880 [Date=10/26/2006] [Filehumber=21262-0]

) =] © Intemet

Figure 10

¢ The notice will include the following information:

Who filed the document

Date and time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

L 2R 2B 2B 2B 2B 2 2 2
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